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1, a. An orlentatioi ana indoctrination course wiil be conduatéd: 
for the purpose of acquainting new employees with the organization, 
mission and functions of the Agency, and to give older employees — 
authoritative information on recent changes in Agency organization. 


‘b. The program will be administered by the Director of | 
Training, and will constst of a series of presentations by Agency 
-_ officials. 


2. ‘The course will be held in the Recreation and Service Building 
Auditorium (located near Quarters Eye). It is of 21/2 days' duration. 
The first class will begin at 0900 hours, 13 February 1951. 


3. Attendance: 


a.. Mandatory for all employees aria GS- 5 and above who - | 
have foined the Agency since 1 October 1950. | 


b. Employees grade GS-4, enteric on duty since 1 Oétober : 
1950, may be nominated by Office heads provided the employee is on 
an assignment requiring general knowledge of ‘Agency organization and en 
operations. 
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| c. Office heads may iominate personnel, grade GS-4 and _— 
oa above, employed prior to 1 October 1950, to attend the first class. pee 
: . Nominations. for this: category must be made promptly.to the Director | eee 
of Training (Ext. 3531). When all requests are received, each Office 
; head will be notified of the number who may attend, as. selections will 
| be based on available facilities. 
| 


d. Requests: for excusing seveounel: indicated in paragraph . 
3a above from attendance at subject course must be submitted by Office 
heads to the Deputy, Director (Administration) with justification in each . 
case. | . 


4, . The schedule and office quotas for the first Ave together ) 
with Dereinent acmminie ale details, will be published in a CIA Notice. 
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oy CONFIDENTIAL | = - 
- CENTRAL INTELLIGENCE AGENCY | 
Washington, D.C. : 


ADMINISTRATIVE INSTRUCTION p 81 January 1951 
SUBJECT: Orientation and Indoctrination Course 


4, a. An orientation and indoctrination course will be conducted 
for the purpose of acquainting new employees with the organization, 
_. mission and functions of the Agency, and to give older employees | 

~ authoritative information on recent changes in Agency organization. 


pb. The program will be administered by the Director of 
Tae and will consist of a series of presentations by Agency 
officials. oa on, 


2. The course will be held in the Recreation and Service Building , 
~ Auditorium (locatzd near Quarters Eye). It is. of 2.1/2 days' duration. 
‘The first class will begin at 0200 hours, 13 February 1951. 
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3. ‘Attendance: oP | | eras © oo 


res - a, Mandatory for all employees grade GS-5 and above who. 
‘have joined the Agency since 1 October 1950. . be a 


b. Employees grade GS-4, entering on duty since 1 October — 
1950, may be nominated by Office heads provided the employee is on Bee 
an assignment requiring general knowledge of Agency organization and 
operations. | oS : as SO a eee 


c. Office heads may nominate personnel, grade GS-4 and .. 
above, employed prior to 1 October 1950, to attend the first class. thse te 8 
Nominations for this category must be made promptly to:the Director . i 
of Training (Ext. 3531). When all requests are received, each Office - 
- head will be notified of the number who may attend, as selections will 
be based on available facilities. | = . Ege 


- d. Requests for excusing personnel indicated in paragraph ca 

3a above from attendance at subject course must be submitted by Office. . ae 

heads to the Deputy Director (Administration) with justification ineach = ! 
case.. AT are ed eee ee a re ee 

4, ‘The schedule and office quotas for the first class, together 

with pertinent .administrative details, will be published in a CIA Notice. oe 
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CONFIMEN Igy 


| eS Le ee ee i -_ oar 3 February 1951 
et eee MEMORANDUM FOR, 
| FOR 


Deputy Director (Administration) 
Po ee SUBJECT: 


_ Employee Training 


: » el The employee training program as presently constituted is 
_ an _ divided into three major Categories: - 


= | a The Orientation and Indoctrina 


tion course being conducted 
- under the direct control] ; 


of the Director of Training. 


be The operational, training program assigned to Oso T/O-wige ’ 
but conducted under the. Joint supervisi on of OSO and opc. by a 
committee Supervision, — vy 7. 


Ce In-service training being conducted by individual Assistant 
Directors or office heads, —* | s 


2. The establishment of the Traini 
Director (Admini stration) has allowed crystallization : 
; | this Office on the subject. It is our belief that the best interests 
¥ > & a of the Agency willbe Served by Placing all training under the direct 
oe control Or. supervision of the 


Directcr of Training. 0 hrough ! 

Centralized responsibility for this function will continuity, uniformity, | ‘i 

_@nc: proper direction be assured, wd | | : : 

ae 3+ Tt ds recommended thats 


: : 7 {ost 
Be Responsibility for the conduct of ‘ 
Pee eel Program be assigned to the Directs 
ghee i Positions and Personnel 
4 Of flee. as 


a ae ee “aia ge be In-service training of a1) ty be cond df - 
oe ae Personnel, but under the overall supervision. of the Director. of a 
Sit a | Training, | | ae: ya ae See | ae 
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